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Microsoft Teams - Saving Records

Microsoft Teams - Saving Records

Yuen, Andrew

IT Specialist (Internet)

What type of Records are you looking to capture in

Microsoft Teams?

The following step by step guides will walk you through saving records to EZ Desktop
and EZ Email from Microsoft Teams.

¢ | need

O
O

(¢]

to save...

Private Chat transcripts as a record

Teams Chat transcripts as a record

Shared Files in a Private Chat or Meeting_Chat as a record

Shared files in Teams and Teams Chat as a record

Voicemail messages from a Teams Call and it's corresponding_transcribed
message as a record

Meeting Recording_in Teams as a record

A Planner board as a record

Wiki Pages or Meeting Notes created in Teams as a record

Calendar entries in Teams as a record

Contacts within Teams as a record [Follow Outlook Procedures]
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MS Teams - Private Chat

Yuen, Andrew
IT Specialist (Internet)

Currently, there is no way to export a transcript of your chat conversation in Microsoft
Teams directly to ECMS. Transcripts of your private chat conversations are saved to a
hidden folder in your personal Outlook account and are captured under Capstone.
Please contact the ECMS help desk mailto:ecms@epa.gov if you have a need to save
a transcript of your private chat conversations that have a retention greater than 10
years.
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MS Teams - Teams Chat

Yuen, Andrew

IT Specialist (Internet)
Currently, there is no way to export a transcript of your chat conversation in Microsoft
Teams directly to ECMS. Transcripts of your Teams chat conversations are saved in a
group mailbox within Outlook and are NOT captured under Capstone. Please contact
the ECMS help desk mailto:ecms@epa.gov if you have a need to save a transcript of
your Teams chat conversations.

https://usepa.sharepoint.com/sites/oei/lermd/ECMS/SitePages/MS-Teams-Teams-Chat.aspx
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MS Teams - Shared Files in a Private Chat or
Meeting Chat

Yuen, Andrew
IT Specialist (Internet)

Here is an example of a shared file located within a private chat/meeting chat.

'S Messages  People  Files s

a1 @ Lau, Patrick 414119
O Yuen, Andrew, e updated the @ Lau, Patick 4/4/10 522 PM @

Timeline with a draft timeline. Yuen, Andrew, ['ve updated the Timeline with 3 draft timeline. Please take a look and give me some

(" General > Post by Lau, Patrick Apr 4, 2019

;i'@ Please take a look and give me feedback
some feedback.
FOMS/ Generdl Timeline.pptx "
. E @ Yuen, Andrew 3118/19 ECME ) Gener
Calend "
‘. In the overview folder A419523 PM
Conversation with Lau, Patrick Thanks Patrick!

In order to save this shared file as a record, follow these steps:

STEP 1 - Navigate to your OneDrive and find the folder titled: Microsoft Teams Chat

Files
|} . = | Microsoft Tezms Chat Fles - X
File Home Share  View 0
« v + OneDrive - Environmental Protection Agency (EPA] > Microsoft Teams Chat Files v {  Search Microsoft Tea.. @
# Quick access A Name : Date modified Type Size
I Deskiop ] Timeline. pptx 318201910:32AM - Microsoft PowerP.. B

@ OneDrive - Environmental Protection Agency (EPA)

EZ Records - Private
EZ Records - Shared
Microsoft Teams Chat Files

Notebooks

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Shared-Files-Private-Meeting-Chat.aspx 1/3
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Step 2 - Drag and drop the record into the EZ Records - Private or EZ Records -
Shared Folder in your OneDrive.

I} . = | Microsoft Tezms Chat Fles - X
Home Share  View 0
€ v 4 + OneDrive - Environmental Protection Agency (EPA] > Microsoft Teams Chat Files v 0 Search Microsoft Tea.. @

N
 Quick access A Name Date modified Type Size
I Dsskiog @T\melmepptx 3/18/201910:32 AM  Microsoft PowerP.. 30KB

@ OneDrive - Environmental Protection Agency (EPA)

EZ Records - Private
EZ Recorde - Shared - Moveto EZ Records - Private
Microsoft Teams Chat Files

Hotebooks

Complete! You have successfully saved a shared file in your chat as a record.
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MS Teams - Shared File in Teams Chat

Yuen, Andrew
IT Specialist (Internet)

Here is an example of a shared file located within a teams chat.

E4 Search or type a command

9
Teams Y ( Asset Management Tool Posts Fles Wik Asset ManagementTool -+ @ Team
51 e e e
s Your teams Try @mentioning people you want to collaborate with, or add some tabs to customize your space.
”
@ ECMS

K ¢
(]}
Teams General @ +

AR TR 1T Planner  OneNote  Website  Add fab

Content Ingestion Services

Documentum Technology Refr... @ Yuen, Andrew 303 PI

Documentum Upgrade

@ PATT Milestones AY.xlsx a0
(Qlik Dashboard
& Reply
) Teams: Users Community o

59 General !

23 Time an 1 ime Tmmar Start a new conversation. Type @ to mention someane.

t:IJ oot - - —. - -

o Joinor create a team EE) Af @ (_) [@] Q i L[r" B

In order to save this shared file as a record, follow these steps:

STEP 1 - Navigate to Open in Sharepoint by clicking the ellipses located on the top
right.

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Shared-File-Teams-Chat.aspx 1/4
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Search or fype a command

B Teams Y ( Asset Management Tool Posts Files Wik Asset Management Tool  + na 0

- " Let's get the conversation started # i

i Your teams 0

b Try @mentioning people you want to collaborate with, or add some tabs to customize your space.

@ (" ECMS 31 Manage channel

p

o Genera . I i @ Getink to channel

E Asset Management Toal # Edit this channel

AR ; ; Planner  OneNote Website  Addtab

Calendar Content Ingestion Services U8 Connectors
Documentum Technology Refr.. - .

S Yuen, Andrew 3:08 PM i) Delete this channel
Documentum Upgrade

Qlik Dashboard m PATT Milestones AY.xlsx @ Follow this channel

‘ Q Open in SharePoint
Teams: Users Community

General !
®

Aps Tips on using Teams

& Reply

Start a new conversation. Type @ to mention someane,

o/ ¥ Join or create a team & b ¢ Q@ a L e B

STEP 2 - Once in SharePoint, locate the file.

My Workplace ~ SharePoint

’ EC M S Tr Not following

(- Private group 2.7 members
5 Search BF Open v 12 Share ® Copylink { Download [ Delete 4% Pintotop =D Rename - X 1sdected = AllDocuments v YV @)
Home

Documents > Asset Management Tool

Conversations
Documents
D Name WModified Modified By + Add column
Shared with us
© DY PATT Milestones AValsx £ 1 Mminesago Yuen, Andrew
Notebook
Pages

STEP 3 - Click the ellipses and select download.

https://usepa.sharepoint.com/sites/oei/lermd/ECMS/SitePages/MS-Teams-Shared-File-Teams-Chat.aspx
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My Workplace ~ SharePoint

’ EC M S 3¢ Not following

~

F

Private group # T members
Open
}3' Search @Open |& Share @ Copylik ¥ Download [ | Preview Rename X 1selected = All Documents Y O

Share

Home

Documents > Asset Management Too Copy link

Conversations \
Vizanage access

Documents n Download ) .

Name pified By Add column

Delete

Shared with us

@ B PATT Milestones AYxlsy  meemimdpy : | RUTOMALE fen, Andrew

STEP 4 - Save the file directly to EZ Records - Shared or EZ Records - Private in your

OneDirive.

c" Save As
&« v A # OneDrive - Environmental Protection Agency (EPA) » EZ Records - Shared v 0 Search EZ Records - Shared
Organize * Mew folder == ¥

@ OneDrive - Environmental Protect *  Name Date modified Type Size
EZ Records - Private
EZ Records - Shared

Mo items match your search,

Microsoft Teams Chat Files
Motebooks

P

X

File name: | PATT Milestones AY.xsx

Save as type: | Microsoft Excel Worksheet (*xlsx)

» HideFolders Save Cancel

Complete! You have successfully saved a shared file in your chat as a record.
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MS Teams - Voicemail messages from a Teams Call

Yuen, Andrew
IT Specialist (Internet)

MS Teams transcribes and saves voicemails as mp3 files that are sent directly to your
Outlook Inbox.

In order to save a voicemail and it's corresponding transcript as a record, follow these
steps:

STEP 1 - Navigate to Outlook and locate the email containing the voicemail and
corresponding transcript.

Eﬁ :Lﬂ'i 5 Inbox - Yuen Andrew@epa.gov - Outloak

Send/Receve  Folder  View

Developer 0 Tell me what you want to do

E |;|'j (T lgnore x D ﬁ_;i @ ﬁ_\a B2 Meeting 7 Archive S ToManager Y 1 Unread/ Read 2 Browse Groups | Search Peaple u @

. :D % Clean Up~ COTRPR R(I-F -)dg‘ﬁ\M ET Team Email v Done 7 Rl\j| i Categorize 2 Address Book Sodts | e

ew  New elete Archive  Reply Reply Forwar . ove Rules endto  Insights

Email fems - & ik Al B More Q-Rep\y&De\ete ¥ Create New o L [P rollowlpr Y Filter Email+ Onellote

New Delete Respond Quick Steps fa Maove Tags Groups Find Onehlote A

4Favorites All Unread Mentions | Search Current Mailbox P Cument Mailoox -| S Renty BaReply Al CForward G

Inbox 6622 1751300 From SUBJECT CATE.. |RECENED ¥ . Fr 5/15/2020 11:36 AM

Clutter Q)[ﬂj Schouw, Stephanie Voice Mail (4 seconds) Fri 5/15/2020 11:36 AM > Schouw Stephanie

Unread Mail 14423
Sent ltems
Canversation History

Deleted ltems 77

You received a voice mail from Schouw, Stephanie at schouw.stephanie@epa.gov

Voice Mail (4 seconds)
To WYuen, Ancren
Retention Policy 10 years (Capstone approz  Expires  5/13/2030
ﬂYuu forwarded this message on 5/13/2020 1:50 PM.

audio.mp3 .
4YyenAndrew@epa.gov uns| 14KB
 Inbox 6622
Drafts [338] L .
You received a voice mail from Schouw, Stephanie at
Sent ltems

b Deleted ltems 77

schouwsstephanie@epa.gov.

Company:  OMS

Archive
Work: +1202-366-2743
Cluter Email: schouw.stephanie@epa.gov
I Canversation History
4 Folders
(Drafts)
Annauncements Thank you for using Transcription! If you don't see a transcript above,
Roost it's because the audio quality was not dlear enough to transcribe,

Changed+New File Update

[tems: 96,889 Unread: 6,622

r

Allfalders are up to date,

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Voicemail.aspx
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STEP 2 - Categorize the email as either EZ Record - Private or EZ Record - Shared

(optional access to FAQ) Hints for deciding whether to use the Shared or Private
options in EZ Desktop Records

APB | BE Inbo - Yuen Andrew@epa.gov - Outloak

Send/Receive  Folder  View  Developer  © Tellmewhatyou went to do

EI a|—'|u'j (5 Ignare x D Q@ ﬂMeetmg 1 hrchive Q-)TUMEHEQEI' ¥ ; {3 Unread/ Read 2 Browse Groups | Search People u @

T X Clean Up~ et ke | Reok Feol F d E Team Emil v Done y Rl‘j| ==|Categorize' [E2 Addlress Baok T
ew  New elete Archive  Reply Reply Forwar _| Move Rules ; ) endto  Insights
Emal tems- | S Junk= Al E'@Morev QRepyadeke f CeteNew 7 " " P Folloulpr Y fitermal® g engie
New Delete Respand Quick Steps fa Mave Tags Groups Find Onehlote A
; < .
4Favorites All Unread Mentions  Search Curtent Mailbox A cumenthiaibor +| | Qe GRepy Al Chorward B
Inbox 6623 175 18[@ | FRom |sUBlECT |cate., [peceven » ¢ [4] Fri 5/15/2020 11:36 AM
Clutter £ [ schouw, Stephani Voice Mail (4 seconds) Fri 3/13/2020 11:36 AM ™ Schouw, Stephanis
You received a voice mail from Schouw, Stephanie at schouw.stephaniz@epa.gov ’ | .
Unread Mail 14424 B Copy Voice Mail (4 seconds)
Sent ftems & Quick Print o Wiuen, Ancew
Canversation Hitory & Reply Aetention Policy 10 years (Capstone approz Expires  5/13/2030
ﬂYou forwarded this message on 3/15/2020 1:50 PM.
Deleted ttems 77 G Reply Al »
& Fonuard ) audiomp3 .
4YuenAndrew@epa.gov Markas Unread | 2220 14KB
I Inbox 6623 H. Categorize J
Drafts [336; |
%4 P Followlp ' . 7 Record - Prvate 'mSchouw,Slephanieat
Sent ftems B FndRelated || EZRecord - Shared
|
* Detd s 11 QuickSteps v | [l Blue Category
frchive ‘o Pules v |l Green Category 83
Cluter ¥ Move v |l OrngeCateqory  niz@epagov
b Conversation Histo
’ o MogetoCuter | [l Purple Category
4 Folders
% lgnore B Red Category
(Drafts)
80 Junk ) Vellow Category
Announcements i Tiption! ‘ i
X | o Pttt
Boost '
D Archive.. Set Quick Click...
Changed-New File Update et Up Voice Wi
] M o e
Items: 96,890  Unread: 6,623 All folders are up to date.  Connected to: Microsoft Exchange ﬂ] @ -+ 0%

Complete! You have successfully saved a voicemail as a record.

Back to Microsoft Teams - Saving Records
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MS Teams - Meeting Recording in MS Streams

STEP 1 - Access your meeting recording in the meeting chat area.

NOTE: A meeting recording is temporarily saved in MS Streams and is retrievable for up to 30 days.

Your status is set to do not disturb, You'll only get notifications for urgent messages and from your pricrity contacts. Change settings. X

Meeting chat X

El Yuen, Andrew joined the meeting.

/ Yuen, Andrew renamed the meeting to
Meeting Recording Demo.

El Yuen, Andrew added Schouw, Stephanie
to the meeting.

Meeting

Schouw, Stephanie

Type a new message

¥'!'¢0®BB - b

STEP 2 - Click on the ellipses and select Open in Microsoft Stream

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Meeting-Recording.aspx 1/3
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Your status is set to do nat disturb. You'll only get notifications for urgent messages and from your priority contacts. Change settings. X

Meeting chat X

m Yuen, Andrew joined the meeting.

& Vuen, Andrew renamed the meeting to
Meeting Recording Demo.

El Yuen, Andrew added Schouw, Stephanie

to the meeting.
Meeting E

’ Open in Microsoft Stream

o« Share

@ Getlink

(® Leamn more

/A Report a problem

STEP 3 - Click on the ellipses under the video and select Download Video. Save the video to your
downloads folder.

STEP 4 - Navigate to your downloads folder on your local machine and locate the recording. Right click
the recording and select send to EZ Records - Private or EZ Records - Shared.

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Meeting-Recording.aspx 2/3
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4100+
Home Share  View Play

= « 4 d 5 ThisPC > Downloads »>

E This PC
_J 3D Objects
[ Desktop
2| Documents
‘ Downloads
training data breakout 5-21-20
Jl Music
=/ Pictures
n Videos
25 05Disk (C)
L DVD RW Drive (D)
=g OEI-LEGACY (\\W1818tdcec026.3a.2d.epa.gov) (G:)
=g OEI-OIAA-DEX (\\W1818tdcec026.3a.2d.epa.gov) (1)
=% COOPShare (\\aa.ad.epa.govidfs-hqcoop) ()
= OFI (\\aa.ad.epa.gov\dfs-hgcoop\BranchShare) (K:)
' Libraries
Q Metwork
Control Panel
All Control Panel tems
K&l Appearance and Personalization
(@ Clock, Language, and Region
@ Ease of Access
QET] Hardware and Sound
‘ﬂ Network and Internet
E; Programs
% System and Security
1,115items 1 item selected 4.71 MB

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Meeting-Recording.aspx

MS Teams - Meeting Recording in MS Streams

VidenTools  Downloads

A Name Date modified Type Size
&) video.mpd 5/22/2020 4:36
[51 _EZ Records - Private (create copy) Add to Windows Media Player list
[7] _EZ Records - Shared (create copy) 2 Openwith jEdit
& _Safe Move To My Docs Cast to Device
&) _Safe Move To Prompt For Target & Move to OneDrive
9 Bluetooth device [ Editwith Notepad-+
; Compressed (zipped) folder & Share
[ Desktop (create shortcut) Open with
Dacuments
Give access to
= Faxrecipient
i b B8 Addtoarchive...
7 Mail recipient
B Add to "video.rar”
2 PDFsam Basic )
B8 Compress and email..
By WinSCP (for upload) }
- {8 Compress to "video.rar" and email
== DVD RW Drive (D:)
m Scan for threats
=x OEI-LEGACY (\\W1818tdcec026.3a.ad.epa.gov) (G)
= OEI-OIAA-DEX (\\W1818tdcec026.aa.ad.epa.gov) (1) [ e R TR
= COOPShare (\\az.ad.epa.gov\dfs-hqcoop) (1) H bintalnEE]
=% OFI(\aa.ad.epa.gov\dfs-hgcoop!\BranchShare) (K:) Send to
Cut
Copy
Create shortcut
Delete
Rename
Properties
v

Search Downloads

P
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MS Teams - Planner Board

Yuen, Andrew
IT Specialist (Internet)

In order to save a Planner Board as a record, the content of the board must be

exported to Excel.

STEP 1 - Navigate to your Planner Board in Teams and click on the globe icon located
on the upper right corner. This will open up your planner board within a browser.

9
A
B Teams
a1
Your teams
.6 7 s
(]
Teams General
E Asset Management Tool
Calendar Content Ingestion Services
" Documentum Technology Refresh
Documenturn Upgrade
i Qlik Dashboard

(0 General s : _ 5 ~PE
/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx

B Board E Charts & Schedule Filter (0) v Group by Buckst v

General Multiple Screens Document Upload Screen

T Add task T Addtask T Add task

O Add Delete Functionality to Initia
Document Upload

00 o 0 =

O Jser Testing Preparation O Help Messages

e T O Screens:
Document Upload

STEP 2 - In the browser version of your Planner board, click the ellipsis and select

Export plan to Excel.

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Planner-Board.aspx
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P OB Userinterface - Planner - X 4 - X

€ C & tasks.office.com/usepa.onmicrosoft.com/en-US/HomeyPlanner/#/plantaskboard?groupld=3d50cad - 180d-4180-bcSb-0b9f1 bdf4Baa&planid=_NxmPpXjuEeiXhaPULTKIIA., & Guest 3

My Workplace ~ Planner 26 2 @
New plan , CIS User Interface Board Charts  Scheseter - a@a‘ +3 Members v Filter(0) v Group by Bucket v/
L s —
) Conversation
Planner hub \ ,
General N Members Document Upload Screen File Processing
My tasks + Add task Files + Add task + Addtash
!
Notebook
‘i:‘ User Testing Preparation Sites 'C} Add Delete Functionality to Initial {:' “Find" Ke
Favorites Document Upload
8l - o
M Remove from favorites =
00 e
CIS User Interface Copy plan o Forme
- Export plan to Excel Q Former memoer
Cantent Ingestion Ser... W .Ciplture. qma;nta clattabbefcradclng ‘i:' Detect f
into training datase ; - -
) Copy fnk o plan 'C) File Extension and Metadata Quality
- M rmdral
Documentum Technol.. v . . ) )
/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
9 9 p
080 psrepe 00
) Document Upload _
e Do eaneie Farmer member ~
) File Processing ) Check ex
(\l 8, nsta a rof 1 v, €
Paper st Tacing .. \J) Create Installer Package Prafile Settings
I 00725 [ [ (] Text Field Periodically Is Not Editable
O Former member Q Former member v . o e

M.

Sample of raw export of Planner Board
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M M Plan name
A B C D
1 |Plan name |Content Ingestion Services
2 |PlanID opmb5SbKAECIGhUKQMcW-YIAFC2r
3 |Date of export 06/17/2020
4
5 [TaskID Task Name Bucket Name Progress

6 |EQUANOgUnk-Is1GuaPRjLIIAFbyk

7 |faN-ZylgwOCvja0cfSFy3alACKYc

8 \wtaCaNG-cEKdbXM3eNHOAYIACCYI
9 | hd0LOUOY00aSDyOgY 7ulGIIACEah
10 |Nncjo)_JbEGAJ4HGRUSLDYIAEReK
11 |24m7onPDxUukQySrzKX_YIAH-mZ
12 |YNPPOQC60yyn7EMsALKyIAGdgd
13 |Ru35cx2eQEGeNWIAKGU250IACKKH
14 |Y3tEakkNbUGxEBLtg 6z00lAFLAS

15 |99CHP_M1JkKrEvD20BjYUYIAEHOP
16 |qDhEY8erlEmL8TFn7iVBsYIABNHd
17 |vb6SHNUMCUGe_4NJ8ellolAHB1y
18 | ZZKgzdgmmUW2DFuMtCSXzol AADOD
19 |RIAUHnyOfEgmzPYI0X3SUolABR3u
20 |dvB4hh-v0if76\WZ9XWL-ol ADDHi
21 |43URvsH_zEG-fF2XRSWWVGYIAFC C
22 |m-egBpTUU-fS3Ldehx Q4YIAAgAX
23 | 2pKG3ceSWhuuBkdRvuvBpol AGuor
24 |jXLbkYIPBLOveZ4XoM0Q00lAHNVE
25 |0sZDUjaRmUCBUMX_aOKPhol ADDY-
26 |az8MVPagfkukAjLPdIVAz4|AHSul

27 |quAabMNUcky TGxgnjdopYIADMTj

Tasks

STEP 3 - Save the export directly to EZ Records - Private or EZ Records shared in your

OneDirive.

Is

™
V)

Final review of CIS controls spiSecurity & Application Not started
Shah Khan Update scripts and file Not started
update Update scripts and file Not started
Evaluate alternative APl Mana To do
Begin Coordination with NCCtTo do
Continue process of download Building Training Data: Not started

In progress
In progress

Export data from Documentum Building Training Data:In progress
Build out Script to convert dat: Building Training Data:In progress
Develop strategy and SOPs for Building Training Data: Not started

Prepare additional Testdata - 1Testing In progress
Get Large Files from Documen To do Not started
Load Test DeepDetect Platforr Testing Not started

Privacy Approval Security & Application Not started

Priority
Medium
Medium
Medium
Medium
Important
Medium
Important
Important
Medium
Important
Medium
Medium
Medium

Assigned To Created By
Yuen, Andrew;Khan, Shahjahar Khan, Shahjahan
Knhan, Shahjahan Khan, Shahjahan
Khan, Shahjahan
Schouw, Stephanie;Khan, Shah Yuan, Andrew
Yuen, Andrew Yuen, Andrew
Schouw, Stephanie;Nguyen, M Yuen, Andrew
Nguyen, Minh Yuen, Andrew
Schouw, Stephanie;Nguyen, M Yuen, Andrew
Yuen, Andrew
Khan, Shahjahan
Schouw, Stephanie;Yuen, Andr Nguyen, Minh
Schouw, Stephanie;khan, Shah Yuen, Andrew

Khan, Shahjahan Khan, Shahjahan

Yuen, Andrew

Content Ingestion Endy /sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx pirew
Complete Phase 2 Docu 8L I drew
Complete Application Specific Security & Application In progress Urgem Knan, Shahjahan Yuen, Andrew
Adding Quality Checks to CIS To do In progress Medium Schouw, Stephanie Yuen, Andrew
Training Data Preperation  Todo In progress Medium Schouw, Stephanie;Nguyen, M Yuen, Andrew
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G‘ Save As

Organize ¥ New folder

@ OneDrive - Environmental Protect *  Name Date modified Type Size
EZ Records - Private )
No items match your search,
EZ Records - Shared
Microsoft Teams Chat Files

Notebooks

&« v 4 # OneDrive - Environmental Protection Agency (EPA) » EZ Records - Shared v & | Search EZ Records - Shared

[FFELERICIS User Interfaceadsy

Save as type: ‘ Microsoft Excel Worksheet (*xlsx)

A Hide Folders e J
/sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx

Alternatively ...

Cancel

Drag-and-drop the record to the appropriate EZ Desktop Records icon (Shared or Private) on your Desktop.

Shared

Complete! You have successfully saved a Planner board as a record.

Back to Microsoft Teams - Saving Records
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MS Teams - Meeting Notes and Wiki Pages

ECMS

Here is an example of a meeting note in Teams. Wiki pages are identical to this

E] Search or type a command

example.

'_IT Chat Recent Contacts Y Coding Training © Chat Files Meeting Notes n =
Q B
Chat
Johnston, Robert 32
T © You: ok
0 oL Of
Tams Coding Trainin
Lau, Patrick 112 9 9

8 The fnks defitely ik o sitesECMS Las adied st ron

(RN - Fecent Notes
Coding Training 453PM : . : o B
‘, Vo Crasted mesting rotes for tis me In this mesting we went over pushing code to EPA's Bitbucket environment.
’ Troubleshooting/review new SA... i
’0 Khan, Shahjahan: Created meeting not... ~

Finalize OMS Teams Announcem... 521
Collard, Erin: its goad to be social

In order to save a meeting note or wiki page as a record, follow these steps:
STEP 1 - Navigate to your OneDrive and find the folder titled: Microsoft Teams Data
Under the Microsoft Teams Data folder, navigate to the Wiki folder.

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/MS-Teams-Meeting-Notes-Wiki-Pages.aspx 1/3
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| 5 | Wiki - X
File Home Share  View v 0
& v + OneDrive - Environmental Protection Agency (EPA] » Microsoft Teams Data » Wiki v 0 Search Wiki p
 Quick access A Name Status Date moified Type Size
Dk [iL. Coding Training - 526ddd3670967%4a3%2.. O A 522/2000454PM  MHTML Document 1KB
esktop

@ OneDrive - Environmental Protection Agency (EPA)
Microsoft Teams Chat Files
Microsoft Teams Data
Wiki
Notebooks

Step 2 - Drag and drop the record into the EZ Records - Private or EZ Records -
Shared Folder in your OneDrive (or drag and drop on the EZ Records icons on the
desktop as shown below).

| 5 Wik B N
File Home Share  View v ﬂ
& v + OneDrive - Environmental Protection Agency (EPA] » Microsoft Teams Data » Wiki v 0 Search Wiki p
B Desktop A Name Status Date modified Type Size
@ OneDrive - Environmental Protection Agency (ERA) | Coding Training - 526ddd367006704a392.. (@ A 5(22/2020454PM MHTML Document 1KB
L

> EZRecords - Private
EZ Records - Shared I

— Move to EZ Records - Private

Alternatively...

Drag-and-drop the record to the appropriate EZ Desktop Records icon (Shared or Private) on your Desktop.

EZ Recclbds -
Shared
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Complete! You have successfully saved meeting notes as a record.
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Calendar Records — Outlook

Senior officials’ calendars are permanent records and must be saved in a
recordkeeping system. Outlook calendar records can be saved by importing them
into an email, which then can be saved using EZ Email Records.

STEP 1. From the “Calendar” area of Outlook, select “E-mail Calendar” from the
“Home" tab.

ﬂa "_|E| s Calendar - Green, Robert &, - Outlook
FILE HOME SEND / RECEIVE FOLDER VIEW

B R EEEEREE B B B ER

Mew  New  Today Next7  Day Work Week Month Schedule Open  Calendar | E-mail | Share Publish

Appointrment Meeting Items - Days Week View  Calendar = Groups - | Calendar [Calendar Online -
Mew GoTo a Arrange I Manage Calendars Share
<
4 September 2013 3 . Today
1 b Washington, D.C. -
S October 2013 ashington 60°F /552
SU MO TU WE TH FR SA
25 % X B B 30 3 SUMNDAY MOMDAY TUESDAY WEDMESDAY THURSDA
3 SERRL AR R B POk Ly
Sep 29 30 Octl P 3
B DR 32 il 9:00am Testing t... &:30am PARS - 9:30am 9:30am
15 16 17 18 1% 20 A 9:30am Mandat next week! Mandatory Mandator
' i g-Discovery Dail... e-Discover
23425 %208 10:00am ECMS T... [ -0am Mandat... Standup;
11:30am Off Site., ~ -00PmEPA Office -
9 3 11:00am PW: EZ ... eDiscovery Work 866-799.31
= 1:00pm ECMS Pr... INg: o el
October 2013 1:00pm Check in... it for [ GTOUR MECTING: .. B 0o cp o]

STEP 2. On the "Send a Calendar via E-mail” pop-up, select the calendar you wish to
save from the “Calendar” drop-down menu.

STEP 3. Select “Specify dates...” from the “Date Range” field. Use the calendar
widgets to select your desired date range (e.g., From: 10/1/2013, To: 10/31/2013).

STEP 4. Select the “Full details” option from the “Detail” drop-down menu.
STEP 5. Click the "OK" button.

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/Calendar-Records-—QOutlook.aspx 1/3
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Send a Calendar via E-mail

03 Specify the calendar information you want to include.,

2'Calendar: [Calendar ,]
S.Date Range: [Specif}r — .,]
Start: | Tue 10/1/2013 [~| End: Thu10/31/2013 =]

4 Detail:

Full details

Includes the availability and full details of
calendar items

Advanced:

][ Cancel ]

5.0

STEP 6. In the “Subject” field of the new email, enter the calendar name and date
range (e.g., "Robert A Green Calendar — October 1-31, 2013").

STEP 7. Enter your EPA email address in the “To” field and click the “Send” button.

.
Send
Subject 6
Attached

B H %
FILE MESSAGE
el Cut
D Copy
Paste
- Format Painter
Clipboard

To.. [{]

e Robert & Green Calendar — October 1-31, 2013 - Message (HTML)
IMNSERT OFTIONS FORMAT TEXT REVIEW
B I u |= Address Check  Attach Attach Signature
Book Mames File Item~ -
T Basic Text Mames Include

Green, Robert &, ;

Robert & Green Calendar — October 1-31, 2013

%Green Robert A Calendar.ics 73 KEI

Green, Robert A. Calendar

Green.RobertA@epa.gov

Tuesday, October 01, 2013 — Thursday, October 31, 2013
Time zone: (UTC-05:00) Eastern Time (US & Canada)
(Adjusted for Daylight Saving Time)

STEP 8. Save this message as an EZ Email Record from your “Inbox” folder.

https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/Calendar-Records-—QOutlook.aspx
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For more information on EZ Email Records,

visit: https://usepa.sharepoint.com/sites/oei/ermd/ECMS/SitePages/EZ-Email-

Records.aspx

FOLDER VIEW

Inbox - Green, Robert A, - Qutlook

Q @- 9) gglmfmg % Working Files

¥

Mowve - =1l £ Unread/ Read |Search Peq

gig Categorize - EE Addres

OEI Notification

=]
3 To Manager |  :gRules~ i
Reply Reply Forward . — Assign
All E-EMDFE' Teamn Email - _@DHENﬂtE pﬂ,“c},v
Respond Quick Steps M Move .
| search Current Mailbox [Ctri+E] 2ol
All Unread By Date = I [
4 Today N
Green, Robert A.
Robert A Green Calendar — October 1-31, 2013 10:1 .
GGreen, Robert A, Calendar Green.Robert&@epa.gov Tuesday, October 01, 2013 .
Sylvia Carver ]
Mew Project: "A 120-day detail (unclassified duties) as Senior Advisor to Arnold ... 10:1 -
Mote: You may receive a security warning after clicking this link, because PAVE is HEE
OEI Notification
Employees may Experience Internet Connection Disruption on April 11, 2014 at ... 10:06 AM

E

Blue Category M

EZ Record - Private

EZ Record - Shared |
Green Category ]
Orange Category j
Red Category ;
Purple Category
Yellow Category
All Categories...

Set Quick Click...

s el

3:00 PM

Back to Microsoft Teams - Saving Records
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Contacts within Teams as a Record — Outlook

Contacts can be saved into ECMS as a record. Simply "Forward Contact’ as a
Business Card to yourself. Then find the corresponding email in your inbox and save it

using EZ Records. /sites/oei/ermd/ECMS/SitePages/MS-Teams-Saving-Records.aspx
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File  Home Folder

Send / Receive

IR R

Delete  Meeting More People |BusinessC..  Card

View  Help

New New Contact New
Contact  Group  ftems~

New Delete Communicate Current View
: O mioutiookltems

Contact 1

C Contact 1
L]

e E’;"

ftems: 1 & Reminders: 26

Contacts within Teams as a Record — Outlook

Q Tell me what you want to do

Mk

Mave Mail OneNote
* Merge

Adions

File  Message

Insert

p\: : ‘:j ED- P: DL gAddrusBook

Forward Categorize Follow
Contact~ = Up~
& AsaBusiness Card Tags

Az an Qui

Contact 1 - Message (HTML)

Opfions  FormatTet  Review Help  Q Tellme what you want to do
0 [ AtachFiler [
I

Address Check L Dictate
Book Mames @Slgnature' | .

2 Attach ltem » .
Insights ~~ View

Templates

My Templates

Contact 1

Contact 1

Thank you.

ecms@epa.gov

U.5. EPA Enterprise Content Management System
http://intranet.epa.gov/ecms
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